Attaching Exhibits Tutorial

Eastern District of Michigan

Rule 18, Exhibits:
Exhibits must be filed electronically according to the following procedure:

(1) The filing user must prepare an index of exhibits (see sample below) and file the
index as the first attachment to the paper. Each exhibit must be described on the
index both by an exhibit identifier and by a brief narrative description.

(2) Each exhibit must be filed as a separate attachment* to the paper, and identified
with the same exhibit identifier and narrative description used in the index of
exhibits.

*Exhibit A should be one PDF file, Exhibit B should be one PDF File, and Exhibit
C should be one PDF file, as opposed to Exhibits A, B, and C being combined
and saved as one PDF file.
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How to Get to the Attachment Upload Screen

After uploading the main document, click the radio button next to the word Yes to
prompt the system to display the Attachment Upload screen, then click [NEXT]\

Select the pdf document (for example: C:'199¢vi01-21.p
Filenamne

Q05 cb0002WAAA Products'05 - MOTIO Browse,

Attachments to Document: © No FKTES

Mext | Clear |

Attachment Upload Screen

The Attachment Upload screen is comprised of three parts.

1. Upload the attachment.

MZ. Select a CATEGORY and enter a DESCRIPTION.
3. Add file to List.

You must repeat all three steps for each attachment.

aelect one or more attachments.
1) Enter the pdf document that contains attachment (for example: C:appendix pdf).

Filename

| Browse... |

2} At your option, select a document category, enter a description, and select a type.
Category Description

:I [ |
3) fudd the filename to the list box below. If you have more attachments, go back to Step 1. When the list of filenames iz complete,
chick on the Next button.

|7 Add to List |

Rernove fram List |

Mext |
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Uploading Exhibits

When filing exhibits, Rule 18 of the ECF Policies and Procedures, requires that an
Index of Exhibits be prepared and uploaded as the first attachment. This tutorial will
cover attaching the Index of Exhibits, Exhibits, and Exhibits that have been divided
into multiple parts because of the 5MB file size limit.

Uploading the Index of Exhibits

1. Click [BROWSE] to locate and select the Index of Exhibits.

iSelect one or more attaclunents
1) Enter the pdf document thaf contains attachment (for example: C:lappendix. pdf).
Filename
21X
Lock irc | ) 04-60047 x|« & et E-
Be sure to rng ht click [FE Aa - ANSWER WITH AFF. DEF. & COUNTERCLAIM.pef
on the f||e and Select "L aan - ATTORNEY APPEARANCE pdf
] - Exhibit A - Affidavit of John Srmith, pdf
“Op enw |th AC ro b at" 24 - Exhibit B - Excrpts rom Jane Doe's Dep.pdf
tO VIeW your , Iru:I xhibits. pd s I
document to be sure | [ a4 - roposed AT |
. 7 Aiké - RESPONSE TO MOTT =g HF
that it is the correct nnn - STIPLLATED ORDER,
P W5 aad - STIPULATED ORDER ™ Combine in Adobe Acrobat. ..
docu ment. Thls IS S B ana - Third Party Complain T
your onIy opportunlty g Open With »
to view the document 28 send To ,
before you file it. Cut
Copy
Eiename Im Jnde  Create Shortout ]
Delete
#R Adobe Acrobat Professional - [AAA - INDEX OF EXHIBITS.p: = ll Cance
","'j File Edit WView Document Comments Tools Advanced ‘Window Help jx
% = N Jml et l]‘% = f = @__ ﬁ E j Create PDF = AE"’j Comment & Markup ~ 7 Send for REM é - =
[ I 1@ | [ @ - © [0 -lym)@w
| 4 =
- Once you have viewed
& the document, close the
d INDEX OF EXHIBITS \docur_nent by clicking on
£ [X] in the upper right
i Ldensifier Title hand corner, and then
?; ! A Internet Access Agreement click [O pe n]
£|‘ B  Partl Jeter Deposition Excerpts pgs 3-10
§ B Part2 Jeter Deposition Excerpts pgs 88-95
k=
; C License Agreement
‘% D Sales Agreement 2004
=
=
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Exhibits Tutorial

Attaching The Index of Exhibits Continued

2. Select from the CATEGORY drop-down list, “Index of Exhibits.”
Leave the DESCRIPTION text box blank.

1) At vour aption, select a docunnqt category, enfer a descriptienr and select a type.

(Category Desaription
e ) W you have more attachments, go back to Step 1. When the list of filenames is conplete,
FINOBY O CHNIDINS ]
" i,
Exhibit

Docurnent Continuation

3. Click [ADD TO LIST].

3) Add the filename to the list hox below. If you have more attachments, go back to Step 1. When the list of filenames is conyplete,
click on the Next button.

Add to List
Rernove from List

4. After [ADD TO LIST] is clicked the Index of Exhibits file will be added to
the list displayed below.

3) Add the filename to the list box below. If you have more attachments, go back to Step 1. When the list of filenames is complete,
click on the Next button.

0:\05cve0005WAAA ProductsiAdA - INDER OF EXHIBITS. pdf Add to List |

Rermove from List

5. Proceed to your first Exhibit.
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Attaching Exhibits

1. Click [BROWSE] to locate and select the first exhibit file.

1) Enter the paf dmcmnelfnsatc\untiins attachment (for example: Cappendix.pdf).

Filename
|O:\DECVEDDI35\AAA Products'AAA - Exhit Browse.. |

Note: Be sure to right click and view each exhibit to
review for accuracy. (See instructions for Attaching the
Index of Exhibits for detailed instructions.)

2. Select “Exhibit” from the Category drop-down menu. Type an identifier
and a brief/ narrative description in the Deﬁ;ription text box.

2) At your npfimL select a document cate%ﬂ:er a description, and select a type.
Category Description
| Exhibit | |A- Affidavit of John Srnith

3. Click [ADD TO LIST]

O:A05CB0005WAAA ProductsiAld, - INDEX OF EXHIBITS. pdf =

005 CVE0005AAL ProductsiiAA - Exhibit A.pdf Add to List |

Remaove from List |

4. Repeat steps 1-3 until all exhibits are attached, then click [NEXT]

0:05cvE0005%A 88 ProductshAA4 - INDEX OF EXHIB
DA05cWEN0050ALL Product s\ AA4 - Exhibit
CA05cE00050 AL Product shAss, - ibit B. pdf

Add to List

Femaove from List

et |

5. Complete the remaining transaction steps.
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Uploading Multi-Part Attachments

When an Exhibit exceeds the 5MB file size limit, it must be divided into multiple parts.
Dividing larger files into smaller parts is done within your PDF software. For specific
instructions, consult your PDF software help files.

The first part of a divided exhibit should be uploaded following the directions for
Uploading an Exhibit. Follow the directions below to upload the subsequent parts.

1. Click on [BROWSE] to locate and select the next part of the exhibit.

1) Enter the pdf docwmnent that contams attachuent (for example: C:appendix.pdf).
Filename

|D:\D5anDDE|5\.M-& Products\®484 - Exhik - Browse. . |

Note: Be sure to right click and view each part of the
exhibit to review for accuracy. (See instructions for
Attaching the Index of Exhibits for detailed instructions.)

2. Select “Document Continuation” from the Category drop-down menu.
Type an identifier an(}/a brief, narrative description in the Description text box.

2) At yowr option, selgct a document category, enter a desCription, and select a type.
Category Description

|D|:|c:ument Continuation j |DfC Part 2 - Contract between XY Z]

3. Click [ADD TO LIST]

0 05cB0005WAAA ProductshAAA - INDEX OF df Add ta List |
OA05cB0005%AAA Productshasd, - Exhibit A, pdf

005 cB0005AAA Products'AAA - Exhibit B.pdf
005 cB0005WAAA ProductshAA4 - Exhibit C1. pdf
0050005 AAA ProductsWAAA - Exhibit T2 pdf |

Femove from List |

4. Continue these steps until all parts of the multi-part exhibit have been
uploaded, described, and added to the list. If you have more exhibits to upload
continue uploading them until they are all attached and then click [NEXT].

O:AD5eE00050W 484 ProductshA 88 - Exhibit A pdf Add to List |
005cE0005%AAA ProductshAAA -

C:05cB00050888 ProductsihWA88 - Exhiby pdf

Q05 cE00054A84 Products “Exhibit CZ. pdf Remove from List |
D05 cE0005NA A8 B tighAhA - Exhibit D pdf -

Mewxt
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